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Secretaries Week, officially proclaimed by the United States 
Secretary of Commerce at the request of The National Secre- 
taries Association (International) in cooperation with the Office 
Equipment Manufacturers Institute, is the last full week in 
April in each year to honor secretaries who, as one proclama- 


tion stated, “are performing important roles in commerce, 





Pb, a industry, and government.” This week was first established in 


Margaret McCormick April 1953, with Wednesday of that week as Secretaries Day. 


Secretaries Week is not regarded as a time for exchanging 
word-bouquets, or receiving orchids and candy from our bosses. 
Rather, it is a week during which we can let our communities 
and the business world know how proud we are of our pro- 


fession, and the diversified opportunities it has given us for 





exciting, stimulating, and challenging careers. We have 
learned that only through constant growth, and new and 
varied experiences can we keep pace with the executives with 


whom we work five days a week. 


April 23-29, Secretaries Week, and April 26, Secretaries Day, 





Pr o® in 1961, is for all secretaries, not just members of NSA — pay- 


Jane M. Klausman, CPS 
ing tribute to the “First Lady of Business.” 
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@ Alliance, ‘a connection for mutual 
advantage . . .” describes the very 
crux of the team relationship that 
should exist between every boss and 
his secretary. Unfortunately, this re- 
lationship often breaks down and the 
mutual advantage of The Grand 
Alliance gives way to suspicious self 
interest of two persons, who, while 
still working for a common cause, are 
not working together as a team. 


At the risk of reducing this to 
definitions of words I would like to 
digress at this point to analyze two 
words, which I will be using fre- 
quently—boss and secretary. 

The word boss, my friend Webster 
tells me, has several meanings: (1) 
a round swelling part or body. This 
didn’t seem like what I was looking 
for although some secretaries have 
been known to describe their boss as 
a person who had a swelling of the 
upper extremity of the body known 
as the head. Boss as an adjective 
means hollow and empty. Strange 
as it may seem, some secretaries 
speaking of their boss have used this 
definition to describe the condition 
of the same part of the anatomy pre- 
viously mentioned. Finally, boss 
also means cow. I mention this only 
because I am in utter despair of a 
pun. 


For our purpose here I am using 
the word boss as a person who 
employs a secretary and has the 
power to grant salary increases or to 
terminate her services. 

Secretary is a word that is more 
difficult to define. To my amaze- 
ment, I found the Complete Secre- 
tary’s Handbook (an excellent ref- 
erence book) is not complete at all, 
for nowhere did I find the word sec- 
retary defined. Nor did I find any 
reference to the duties and responsi- 
bilities of a secretary mentioned in 
this book or any other book. It was 
at this state of preparation of my 
dissertation that I decided to formu- 
late my own duties and responsibili- 
ties of a good secretary. I offer these 
to you at no extra charge. 

Responsibilities of a good secre- 
tary are as follows: To do everything 
within her power to assist her boss 
to accomplish his job provided it is 
within legal, moral, and _ ethical 
bounds. In addition to possessing 
the necessary skills of typing and 
shorthand, a knowledge of proper 
office dress and manners, a good sec- 
retary must be a combination of 
several or all of the following to her 
boss. 


Duties: 
Receptionist 
Information Bureau 
Sanitation Department 
Filing Expert 
Mind Reader 
Reminder Bureau 
Detective Agency 
Travel Agency 
Purchasing Agent 
Switchboard Operator 
Lawyer 
Banker 
Accountant 
Machine Repairman 
Grandmother 
Mother 
Sister 
Daughter 


Furthermore, above and beyond 
all that has been said, the greatest 
requirement of a good secretary is 
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discernment—knowing when or when 
not to do what. The most important 
characteristic is proper attitude— 
doing and saying those things which 
reflect the finest things of your job 
and your boss. 


To fully comprehend my meaning 
of The Grand Alliance I would de- 
fine it as, “a connection for mutual 
advantage by parties having mutual 
respect for each other and the objec- 
tives they are striving to reach.” I 
offer the following verbal morsel to 
whet your scholarly appetite. Dif- 
ferences between a secretary and her 
boss occur when either or both tem- 
porarily lose their respect for the 
other. Let’s analyze that a bit. 


When a person accepts a secre- 
tarial position both parties at that 
time should have this mutual respect 
or the bargain should have never 
taken place. The excuses often stated 
(by the unhappy boss), “I took her 
when I couldn’t get anyone else be- 
cause my work was piling up” or 
(by the disillusioned secretary) “I 
took the job because the offices were 
beautifully decorated but now I am 
unhappy because .. .” are invalid as 
far as I am concerned. From the first 
day on, this mutual respect should 
grow or a parting of the ways should 
take place. If the secretary reaches 
that point where she cannot honestly 
keep The Grand Alliance grand then 
for goodness sakes, pull out. But just 
remember the grass is not always as 
green on the other side of the fence 
once we get there. 


It seems to me that both parties to 
this Alliance often lose sight of their 
mutual need and dependence. To the 
secretary, need I point out that if it 
were not for your boss you would not 
have a job. An old cliche I grant 
you, but still a truism. I hasten to 
add that, for the boss, business life 
without a good secretary can be 
miserable—even for a short period 
of time. I shudder to think what 
would happen in our organization if 
on any given day all secretaries were 
absent at the same time. 

This breakdown (or should I say 
breakup) takes place in every office 
and varies only in degree of inten- 
sity, frequency, and amount of time 
it lasts. Certainly this is not meant 
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to be a pessimistic outlook. It stands 
to reason that .two people working so 
closely together in a rapidly chang- 
ing business world will have their 
differences. When these differences 
are not immediately and amicably 
settled, a riff is likely to occur. If we 
recognize that it is perfectly normal 
for The Grand Alliance to occasion- 
ally hit a snag, then we can concen- 
trate on those things which can fore- 
stall such events or quickly right 
them. While the legitimate or imag- 


ined reasons leading to gripes by 
both the boss and his secretary are 
universal and too lengthy to go into 
at this time, let’s take a look at those 
things which can be done to lessen 
the chance of differences occurring 
or settling them quickly when they 
do occur. I am excluding such things 
as flowers, candy, or lunch with the 
secretary on the boss’s part and the 
special charm, sweetness above and 


(Continued on Page 29) 
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How 


PARLIAMENTARY LAW 


Protects You 


From Christopher Notes, February, 1960 





Wi Just 1000 years ago—in the year 
959—King Edgar, the first ruler of a 
united England, developed a formula 
for settling disputes among his sub- 
jects. In constant warfare for 300 
years previous to King Edgar’s reign, 
England welcomed many of the new 
innovations he introduced. 

One outstanding means he used to 
promote peace was to evolve elemen- 
tary rules and regulations enabling 
individuals with conflicting interests 
to gather “under one roof” and dis- 
cuss their grievances in a fair and 
orderly manner. 

This pattern of King Edgar’s, 
which protected the rights of even 
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the least person, was rooted in old 
tribal customs. It was the forerunner 
of what we know today as Parlia- 
mentary Law. 

Putting such procedures into prac- 
tice was no easy task for the King— 
and you can imagine the scene of the 
first meeting. Men accustomed to the 
terror and bloodshed of the battle- 
field had misgivings that it would 
work. Wasn’t there always the dan- 
ger that the strong would push every- 
one else around and the weak would 
be shoved into the background? 


But King Edgar felt the plan had 
untold possibilities for good—after 
all, it was based on divine truth. The 


objective was to put into living prac- 
tice Christ’s principle: “As you wish 
men to do to you, so also you do to 
them.” (Luke 6:31.) 


The new approach gained favor 
slowly but surely. Men began to see 
what could be done in every assem- 
bly to protect, by peaceful means, the 
rights that each human being derives 
from his Maker. Nearly three cen- 
turies later these rules of order were 
adopted, strengthened and expanded 
by the English Parliament — hence 
the present name of Parliamentary 
Law or procedure. 


For the past 700 years Parliamen- 
tary Law has been used throughout 
the world. Each century has brought 
improvements which strengthen and 
perfect Parliamentary Law. These 
are a few of the tremendous advan- 
tages which can be gained from its 
widespread application: 


The God-given right of every per- 
son to be heard is respected. 

Matters that affect the common 
good of all can be discussed in a 
courteous, dignified, and competent 
manner. 


Discussion is limited to one issue 
at a time. 


Group decisions can be reached 
within a reasonable period of time. 

The will of the majority prevails, 
but the minority has ample oppor- 
tunity to voice its viewpoint. 


The fraudulent methods of those 
bent on graft, corruption or subver- 
sion can be quickly exposed and re- 
strained by alert members. 


Individuals with high ideals and 
ability can take constructive steps to 
integrate charity and justice into the 
running of human affairs. 


Without the regulations that Par- 
liamentary Law provides, bedlam 
often results. A few individuals tend 
to dominate; the shy become dis- 
heartened; wrangling impedes prog- 
ress, and members of some organiza- 
tions regard their meetings as a hope- 
less waste of time, decide not to 
attend any more gatherings. 
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More Than Red Tape! 


Many persons with good ideas 
surrender leadership because they 
fail to learn the rudiments of Parlia- 
mentary Law. Because they do not 
want to be embarrassed, they stay 
away from meetings. Sometimes, 
they subconsciously conceal a feeling 
of inadequacy by saying: “I don’t 
care how important the meeting is, 
they’re not going to make me look 
like an idiot with all that ‘red tape’ 
about Parliamentary procedure.” 

In every phase of life; business, 
organizations, politics, education, we 
may become unwitting accomplices 
of worldwide disorder, injustice, and 
moral breakdown—simply by doing 
NOTHING—saying NOTHING. 


Make Your Voice Heard 


Many others with sound principles 
attend meetings out of a sense of 
moral obligation. But because of 
their lack of knowledge on how to 
participate, they merely sit through 
meeting after meeting without once 
making their voices heard or express- 
ing their opinions. With a little 
added effort in learning the bare 
essentials of Parliamentary Law, 
they could become an effective force 
in shaping policy. 

Only experts or “Parliamentarians” 
must know all the rules and techni- 
calities of Parliamentary Law. Many 
groups would increase the efficiency 
of their meetings if all participants 
had just a “bowing acquaintance” 
with the simple essentials of Parlia- 
mentary Law. Its chief benefit is to 
help every person, without exception, 
to exert his influence for good—to 
make his own unique contribution by 
taking a stand for convictions and 
principles. 

The basic tools of Parliamentary 
Law are readily available to each of 
us in “Robert’s Rules of Order, Re- 
vised” or other handbooks . . . why 
not take a few minutes each day to 
acquaint yourself with the means to 
becoming a truly active member .. . 
you will soon be among those who 
have much to contribute and are not 
afraid to “stand up and be counted.” 
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@ Some of the most successful can- 
didates on the 1960 CPS examina- 
tion were asked to comment on their 
preparation for the examination. 
Each one had completed the entire 
examination on her first attempt. 
Portions of their letters are quoted or 
summarized here. Perhaps their com- 
ments will provide an incentive or 
suggestion to other secretaries who 
have not yet taken definite steps 
toward meeting certification require- 
ments. 


Upon learning of the CPS exami- 
nation through her NSA chapter, one 
secretary first enrolled in a corre- 
spondence course for secretaries. She 
completed only the sections on law, 
economics, and business administra- 
tion as the other parts of the course 
did not seem to apply to her needs. 
Three courses sponsored by the 
chapter in cooperation with the local 
university were taken but seemed of 
limited value. The most worthwhile 
course was one organized through 
the chapter education chairman. 
This course was conducted for twelve 
sessions and led by volunteers from 
within the class. She says, “I re- 
ceived most benefit from the classes 
I moderated myself, principally be- 
cause it was necessary for me to con- 
centrate on the subject and really 
understand it in order to prepare 
questions for the class and know the 
correct answers.” Materials prepared 
by the Illinois Division Education 
committee in 1958-59 were also used 
in this study group. 

This secretary had read in a book 
review that the business law section 
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Certified Professional Secretary 


by George A. Wagoner 


Dean of the Institute for Certifying Secretaries 


of the examination could be passed 
by a person who mastered “Prin- 
ciples of Business Law,” by Dillavou 
and Howard. Therefore, in her 
words, she “studied this complete 
text, attempted to answer all the 
questions at the end of each chapter 
and went back over the sections not 
understood the first time.” 

Another secretary wrote that her 
preparation for the examination con- 
sisted chiefly of participation in the 
study course sponsored by her chap- 
ter of NSA. She says, “We met one 
evening a week from September 
through April. After studying a cer- 
tain lesson in class, I found the news- 
papers and periodicals to be full of 
articles dealing with that subject. No 
doubt they had been publishing such 
items all along, but they had failed 
to catch my attention previously. 
During the months of preparation, I 
read everything I could find on the 
six sections. The basic business text 
by Glas and Baker was for me the 
most helpful individual source. 

“TI believe that studying alone, 
without the discipline of regular 
classes and without the additional 
ideas and examples brought out in 
class, would be far less productive. 
Ours was a rather informal class. 
Each session began with a lecture; 
then we asked questions and dis- 
cussed the lesson over coffee before 
taking a test. I felt that the exami- 
nation immediately after the lesson 
each evening gave me an excellent 
opportunity to find exactly how well 
I had mastered the subject.” 

A successful candidate in the Cen- 


tral states indicated definite formal 
courses were taken in preparation for 
three sections of the examination. 
She enrolled in a CPS review course 
offered by the local university 
though her objective was not at that 
time to take the examination. Be- 
coming interested in the CPS. cer- 
tificate as a goal, she took a 32-hour 
course in business administration 
using a basic management textbook, 
a 32-hour course in business law. 
While taking these courses, meeting 
one evening a week, she studied dur- 
ing lunch hour at least four days 
each week. During the month just 
before examination time, she _ in- 
creased her studying time to about 
15 hours a week. 


She feels that her recent promo- 
tion to Administrative Assistant to 
the Vice President of the company 
was possible because of the knowl- 
edge she gained in the preparation 
for the CPS examination. 

One secretary had completed a 
college major in economics and busi- 
ness administration and a minor in 
English. She had taught business 
subjects in high school for three 
years before doing office work. After 
checking her background against the 
study outline for the examination, 
she did additional reading especially 
in business law. Her regular reading 
included Wall Street Journal, Dun’s 
Review, U. S. News and World Re- 
port, and other business magazines. 
A formal course entitled “Seminar 
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for Secretaries” was taken one eve- 
ning a week, September through 
April, in a local college. In this 
course some attention was given to 
each of the six parts of the examina- 
tion except Secretarial Skills. Al- 
though not enrolled for credit, she 
took the two semester examinations 
for the learning experience which 
they might offer. 


Formal classes in accounting, busi- 
ness law, economics, psychology, and 
business statistics had already been 
included in the undergraduate col- 
lege program of a secretary in Wis- 
consin. However, she took the first 
semester of a year course offered for 
secretaries in a local college. The 
sections covered in the course were 
economics and human relations. A 
chapter-sponsored course in eco- 
nomics was also attended for six 
weeks. The bibliography provided 
by the Education Committee of the 
Institute was used extensively for 
human relations and business ad- 
ministration even though some dupli- 
cation occurred in the readings. Two 
secretarial handbooks provided the 
needed review for Secretarial Skills. 


A secretary in an Eastern state 
said she took an intensive course in 
elementary accounting. She then 
studied law and economics during 
the summer and took review courses 
in each of these subjects one night a 
week. Another course taught by a 
CPS for two semesters was most val- 
uable in covering the various sections 
of the examination. Changing jobs 
at the age of 50 was aided, she thinks, 
by the CPS attainment. She took one 
of the three jobs which were offered 
as a result of applications. She adds, 
“The self-confidence engendered by 
being a CPS is sufficient reason to 
take the examination. One is never 
too old to get her CPS, and with it, 
I find, never too old to find a very 
good new job.” 

These reports indicate a wide va- 
riety of opportunities and possibili- 
ties for ambitious secretaries to pre- 
pare themselves for the CPS exami- 
nation. 
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EFFECTIVE 
SECRETARIAL 
TECHNIQUE 


by V. L. Reynolds 


Vice President 


Mid-Continent Life Insurance Company 
Oklahoma City, Oklahoma 


Before a meeting of Redbud Chapter 


@ For a good many years, I have 
closely observed capable secretaries 
at work; I have given some thought 
to what they do and how they do it; 
and I have come to the conclusion 
that usually when you find an out- 
standing business leader, you also 
find a capable and loyal secretary 
who — perhaps very quietly behind 
the scenes—helps her “boss” (if we 
may : temporarily and probably in- 
accurately use the term) to be an 
effective executive or an admired ad- 
ministrator of local, state, national, 
or international affairs. The  so- 
called self-made man is nearly al- 
ways a man who has won success 
with the help of his wife and a 
capable secretary. 

It sometimes seems to me that 
when the typical business executive’s 
secretary is not available, the execu- 
tive is almost as helpless as a baby. 
Probably when I am feeling that 
way, I am thinking of some of my 
own problems! But let us think at 
the moment of the executive who 
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truly is ‘‘on-the-ball” personally. He 
really needs-——in my opinion he 
MUST have—a thoughtful and un- 
usually capable secretary. Without 
such help, he simply cannot “‘exec””— 
he cannot EXECUTE—to the best 
of his ability. 

Certainly it is not my intention to 
try to tell you how to do your work. 
I could not do it—and you know I 
could not do it. But I do know 
enough about secretarial work to 
realize how easy it is to be a fine 
secretary. Of course, I never have 
been one! Here is about all that is 
required of you as I see it: 

You must be of nice height, weight, 
and appearance. 

You must have a splendid person- 
ality. 

Your health must be superb. 


Your extraordinary energy must 
be apparent, but not too apparent! 


You must have a pleasing voice. 


You must be punctual in arriving 
at your desk in the morning and 


after lunch, but not too anxious to 
leave while the clock is striking the 
closing hour in the afternoon. 

You must anticipate every whim 
of the high-powered executive under 
whose direction he believes you work. 


You must never become tired or 
tense like the boss does. 


You must never, never lose your 
temper. You know how it is: If you 
can keep your head while all about 
you are losing theirs and blaming it 
on you, you are quite a secretary. 


You must always know (without 
being told) how the boss wants 
things done—and do them that way 
—even though the boss himself does 
NOT know! 


You must be a natural psycholo- 
gist, and understand your boss’s 
problems—foresee some of them— 
but not expect HIM to understand 
YOUR problems or to consider them 
of much, if any, importance. 


You must take dictation rapidly; 
transcribe your shorthand notes or 
machine dictation accurately and 
quickly; spell, punctuate, capitalize, 
and paragraph correctly; and perhaps 
so subtly change erroneous state- 
ments dictated by the boss that he 
won’t realize you have corrected a 
single word. 


Probably you will want to keep 
close at hand at least such helpful 
secretarial aids as: A current edition 
dictionary, a manual of style, a good 
secretaries’ handbook. 


Quite a list of requirements? Yes, 
but does not my description of you 
fine secretaries fit rather well? I 
think so! Remember this as you do 
your work from day to day: Your 
work is IMPORTANT. YOU are 
important. If there IS an _ indis- 
pensable person in the office, it is the 
friendly, thoughtful, capable, and 
helpful secretary. 


I imagine that each of you holds 
a position in your company that 
causes you to be considered some- 
what of an authority on secretarial 
matters. If this is true, or if it be- 
comes true in the future, do not fail 
those who believe in you, and do not 
let yourself down. I congratulate 
every one of you on your constant 
efforts to increase your knowledge 
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and efficiency through your member- 
ship in The National Secretaries 
Association (International) . 

Perhaps no executive can fully 
measure his secretary’s value to the 
company. It is hardly possible to 
accurately measure the difference in 
the value of necessary work WELL 
DONE, and necessary work 
POORLY DONE. You should not 
expect to derive all your compensa- 
tion in MONEY. You must receive 
some of your reward in APPRECIA- 
TION. You can at least feel partly 
compensated in the satisfaction that 
comes from work of which you are 
proud. YOU know when you are do- 
ing your job well. Give yourself a 
mental pat on the back for doing it. 

Now for a few rather personal re- 
marks. You DO want to be a SUC- 
CESSFUL secretary, don’t you? You 
want to be highly thought of by your 
“boss.” You feel that you EARN, 
and you need to RECEIVE, a larger 
salary than you now are being paid. 

Napoleon Hill, author of “The 
Law of Success,” “Think and Grow 
Rich,” and other books, would say 
something about like this to you re- 
garding the amount of your future 
salary: 

1. Decide the exact amount of 
salary you want to receive and 
when you expect to receive it. 

2. Decide exactly what you 
CAN do and WILL do to be worth 
that amount of money to your 
employer. 

3. Decide exactly HOW you 
can do those things. 


4. Begin tomorrow morning to 
translate your decisions into ap- 
propriate actions. 

5. Determine to make your sal- 
ary a PROFITABLE INVEST- 
MENT for your company. 

Here, then, is the secret success 
formula in a nutshell: Do the kind of 
work necessary to earn the larger 
salary—and more—and then try to 
please your boss in other ways. He 
may be peculiar; he may be grouchy; 
he may seem to be totally lacking in 
appreciation, but he is human, after 
all. And he very likely is the one 
who will give, or help you to receive, 
any and every increase in salary you 
will ever be granted. Try to think 
well of him. He may actually have 
some good qualities! If he is particu- 
lar about little things, it will likely 
pay you to be particular too. Maybe 
he shouldn’t be as he is, but he is 
like he is. And perhaps he needs 
your help all the more because of it. 

YOU are real business EXECU- 
TIVES. You actually EXECUTE. 
And the more efficiently and effec- 
tively you handle your job, the better 
the top administrators of your com- 
panies’ affairs can handle theirs. 

In closing, I want to leave in your 
minds this quotation from Henry 
Van Dyke: 

“Four things a man must learn to do 
If he would make his record true; 
To think without confusion clearly; 
To love his fellowmen sincerely; 

To act from honest motives purely; 
To trust in God and heaven 
securely.” 
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You won’t be the first secretary to rate 
a raise after switching to Eagle-A Type- 
writer Papers. These papers make a girl 
look good! Your work will be neater and 
clearer... and it will be so much easier 
to make changes. 
Eagle-A Boxed Typewriter Papers are 
available in letter and legal sizes in the 
time-saving Eagle-A original “Hinge- 
Top” box or in 100-sheet packets. 
Secretaries and Teachers 
For free booklet of paper samples and 
Letter Placement Guide, write on your 
firm or school letterhead to Dept. SE. 
American Writing Paper Corporation 
Holyoke, Mass. 
For faster, cleaner typing Choose EAGLE-A 
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made by the makers of the famous 
EAGLE-A COUPON BOND, 
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Mrs. Sadie Jaegar and Mrs. Phyllis Staunton 
of the Hamilton District Chapter, Ontario, 
Canada, in today’s office, compared with the 
1880 ladies in their office. Photos from “Ham- 
ilton Spectator” in 1960. 


A “live window display” in the IBM Build- 
ing, Pittsburgh, Pennsylvania, 1960, 
featured NSA members typing for civic 
groups while observing Secretaries Week. 
Participating were Chairman Dorothy Mc- 
Carthy, Evelyn Lawrence, Margaret 
Miller, Ruth DiDimenico, and (photo- 
graphed) Mrs. Mary Moore Smith. 








“Take a letter, Miss Carr,” said TWA co- 
pilot John Morrissey, as he dictated a 
memo to Florence Carr, coordinator of 
TWA’s hour’s scenic flight over Miami for 
forty-five Miami Chapter members observ- 
ing Secretaries Week, 1960. Past President 
Edna Petersen (left) looks on. 
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This display window in the main office of 
Seiberling Rubber Company, Barberton, 
hio, commemorated Secretaries Week, 
1960. Emerita Miller, CPS, Tire Town 
Chapter’s 1960 Secretary of the Year can- 
didate (left panel), secretary to Sieber- 





ling’s production Vice President 
Hansel, was awarded a blue ribbon. 
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OPERATION BILLBOARD began in 
1959-60 when Foster and Kleiser, an out- 
door advertising firm headquartered in 
San Francisco, donated billboard space to 
California NSA chapters in publicizing 
Secretaries Week. Mrs. Hazel Kellar, 
CPS, northwest vice president; Eloise 
Gantenbein, Oregon Division president; 
Mildred J. Bell, Foster and Kleiser spe- 
cial representative (standing); and Ila 
Crabtree, Oregon Division Secretaries Week chair- 
man are showing their interest and enthusiasm in 
this project which spread to chapters in Oregon, 
Washington, and Arizona, with a total of 40 bill- 
boards, 124% by 25 feet, posted in the four-state area 
in 1961, making it possible for NSA to publicize Sec- 
retaries Week to 707,800 persons. Idaho Outdoor 
Advertising Company, Inc., cooperated with Foster 
and Kleiser in the Baker, Oregon area, and the 
branch managers of Foster and Kleiser assisted NSA 
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THE RATIONAL SECRETARIES ASSOCIATION | (NTERNA TION: 


Courtesy of FOSTER ond KEISER 


chapters in their respective areas. Several billboards 
have already been ordered by chapters for 1962. A 
tremendous campaign—but Secretaries Week 1962 
promises to be even more so! 








Future Secretaries 
Association 





@ To further develop our Association’s contribution 
to the secretarial profession, The National Secretaries 
Association (International) encourages its chapters to 
sponsor the organization of student secretarial groups 
known as chapters of Future Secretaries Association. 
The primary purpose of the Future Secretaries Asso- 
ciation is to stimulate interest in and develop a better 
understanding of the potentials of a secretarial career. 

Our Association has the responsibility to aid man- 
agement by encouraging qualified students to enter the 
secretarial profession. To carry out this responsibility, 
we can help the students achieve a better understand- 
ing of the business world; recognize the importance of 
desirable work habits and attitudes; and to encourage 
within them a real desire to aspire to a high level of 
professional competence. 

Our members who assume the responsibility for pro- 
moting the Future Secretaries Association will be 
rewarded by the development of their leadership 
abilities, increased knowledge of their own profession, 
and the satisfaction of extending assistance to those 
who will follow in their professional footsteps. 

Equally important, the program and objectives of 
The National Secretaries Association (International) 
will be better understood by the teachers and coun- 
sellors of business students. 

This program will also enable our NSA members to 
play a more positive and active role in developing a 
cooperative relationship with their local schools. Fu- 
ture Secretaries Association sponsors will be in an 
excellent position to explain and to promote the Asso- 
ciation’s program and objective with business teachers, 
counsellors, and administrators. 

The members of the Future Secretaries Association 
should be business education students who have evi- 
denced a superior aptitude for and an interest in sec- 
retarial work. They should be superior students who 
will inspire their peers to consider a secretarial career. 
Future Secretaries Association members should be of 
such high caliber that they are potential future mem- 
bers of NSA. 
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LEARN TO RELAX 


Reprinted from “Austin In Action,” 
Austin Chamber of Commerce 
and as appeared in ““Moonbeams,” 


Tower Lights Chapter, Austin, Texas. 


@ A well-known doctor was asked to name the biggest 
health problem among his patients. “My patients’ 
biggest problem is they don’t know how to relax,” 
was the reply. 

What could be easier than relaxing? Isn’t it “like 
falling off a log?” Apparently not. For the doctor 
continues: “I believe people would suffer far less from 
heart disease, ulcers, and all the strains of nervous 
tension if they learned the art of relaxation.” 

It is worth noting that the doctor refers to relaxa- 
tion as an “art.” Apparently we are just now beginning 
to realize that there is more to relaxing than just in- 
activity. Take a patient in a dentist’s office, waiting to 
have a tooth pulled. He is sitting still, exerting no 
effort. But is he relaxing? Hardly! 

Or consider another situation. An office worker is 
out in the park on a Sunday playing tennis. He is 
exerting every muscle in his body. Yet what is he 
doing? Why, he’s relaxing! 

Clearly we need to revise our definition of relaxa- 
tion. Let’s say that relaxation means giving your 
mind or your body—whichever needs it—a rest. How 
do you give your mind a rest? Quite often, by using it. 

Research has shown that when a person is absorbed 
in what he is doing there is less mental strain. Mental 
fatigue results when a person is forced to concentrate 
on something that doesn’t really interest him. What 
does this mean? One of the best ways to relax your 
mind is to let it work on something you enjoy. A 
hobby or some other absorbing interest outside your 
main occupation is one of the most effective means of 
relaxation. 


Most important: do things you like to do. Perhaps 
you are a frustrated painter, author, stamp collector, 
home repairman, or gardener. Take up that hobby 
you’ve always dreamed about—it may be just what 
you need to restore your zest for life. 

Many would-be hobbyists excuse themselves by say- 
ing they are “too busy.” A doctor would tell them: 
“no such thing as being too busy.” As long as you are 
doing something you enjoy, the busier the better. 

Certainly, keeping busy at a hobby is a better way 
to relax than doing nothing at all except worrying. 
Worrying is nothing but a good way to develop ulcers. 


There is another important requirement for relaxa- 
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tion: a change from your regular routine. Monotony is 
the mind’s worst enemy; when you experience a change 
of scene, you restore your mental alertness. 

Former President Eisenhower finds relaxation 
through painting, cooking, and golf. A well-known sur- 
geon finds relaxation by leaving his office at lunchtime 
to seek the seclusion of a darkened motion picture 
theater. A highpowered business executive finds that 
driving slowly along an ocean highway relaxes and re- 
freshes him. A Nobel Prize-winning physicist relaxes 
by playing the violin. 

The same principles apply to relaxing your body as 
to relaxing your mind. Your body also needs a change. 


A construction worker comes home after a full day 
of heavy labor. He finds relaxation at a movie or in an 
easy chair with a book or magazine. 


A bank clerk comes home after the same working 
day, just as tired. He, however, restores his flagging 
spirits at the bowling alley. It is vigorous—but re- 
laxing. 

You can also see how important it is for your 
body to be doing something you enjoy. Physical exer- 
cise can be tedium—or fun! It is all a matter of 
attitude. 


Which all goes to confirm the theory—relaxation is 
an activity plus an attitude on the part of the indi- 
vidual. What you do to relax is not half as important 
as how you feel about doing it. You need not confine 
relaxation to specified activities. Doctors suggest a 
number of simple physical exercises: stretching, yawn- 
ing, slow, rhythmic breathing, lying down with sup- 
ports for the knees and neck, shaking the arms and 
hands. These can be performed at almost any time 
and any place. 


And don’t overlook the importance of plain rest for 
relaxation. But to rest, too, is an art. The rest you 
get does you good according to how comfortable you 
are: a night’s sleep on a six-foot plank won’t leave 
you very chipper in the morning. 


Researchers for the Dura Corporation, which manu- 
factures self-actuating contour beds and couches, did 
a study on the relationship between body position and 
quality of rest. They found that the body requires 
changes of position just as much as it needs changes 
of activity. Differing positions provide the most com- 
fort for reading, sleeping, or just relaxing. 

This adds to what physical therapists and doctors 
have been saying—that relaxation can be a matter of 
technique. 


Dr. Edmund Jacobson, one of the nation’s leading 
health consultants, points out: “Lying on the back is 
the most relaxing position. The lower legs, from the 
knees to the feet, should be elevated above the body, 
and supported if necessary. A small support to the 
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neck and lower back also adds to comfort. This posi- 
tion has maximum muscle-relaxing value.” 


Navy flight surgeons confirm Dr. Jacobson’s find- 
ings. They report that twenty minutes’ “passive re- 
laxation” in a legs-up position immediately after a 
grueling flight renews the vitality of naval aviators on 
an aircraft carrier and leaves them feeling as good as 
new. Pilots report that they are better able to perform 
hazardous maneuvers, perceive dangers and take 
affirmative action after they have had twenty minutes’ 
complete rest in this position. 


In recent years, big league baseball players and 
screen and television stars have been learning the 
secret of legs-up relaxing. They say a mere ten min- 
utes in this position between the first and second games 
of a doubleheader, or between camera “takes,” restores 
both the vitality and the timing so essential to their 
professional success. 


As the pace of modern life increases, the art of re- 
laxation becomes increasingly important. It is no 
longer enough, doctors say, simply to “take it easy” — 
you have to know how to relax. 


And any doctor will tell you: Learning how to relax 
is the biggest favor you can do yourself. 
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Ml Recognized as the foremost rocket and space ex- 
pert of the free world, Dr. Wernher von Braun is 
NSA’s 1961 International Boss of the Year. 


At forty-nine, Dr. von Braun is the Director of the 
George C. Marshall Space Flight Center at Hunts- 
ville, Alabama, and newest and largest center of the 
National Aeronautics and Space Administration. 

Dr. von Braun has been fervently dedicated to ex- 
ploring the heavens since his early teens. His keen 
interest in science dates back to age twelve, when he 
received from his mother, as a confirmation present, 
a new telescope. An exceptional student, he vigor- 
ously pursued his science studies. At age twenty he 
received a bachelors degree in aeronautical engineer- 
ing from the University of Berlin; two years later, in 
1932, he received his doctorate in physics from the 
same school. 


From there his rise in rocketry has been meteoric. 
He led the group that developed history’s first large 
rocket, the V-2. Now an American citizen, he heads 
the organization which has established an outstanding 
list of “firsts” in the United States rocketry and space 
exploration — including the launching of the free 
world’s first satellites of the sun and earth, and the 
first launching and recovery from space of animal life. 


For years Dr. von Braun has daydreamed of, and 
later ardently worked toward, the coming of the space 
age. He is now coolly blueprinting manned flights 
around the earth, to the moon and nearby planets. 


“The only thing I have always been interested in,” 
he said, “is space.” And he backs up the enthusiasm 
of that statement with the prediction that he, himself, 
will plant feet on the surface of the moon by the 
1980’s—“‘when travel to the moon will have become 
commonplace, and acceptable enough for a grand- 
father.” 


Dr. von Braun’s secretary of nine years, Mrs. Bonnie 
Holmes, member of the Decatur, Alabama Chapter, 
manages a simultaneous career as a wife, and mother 
of two sons. She describes her work as, “stimulating, 
exciting, and challenging beyond belief.” ‘These nine 
years have simply flown by. We are always very busy 
and no two days are the same; there is always some- 
thing new and different going on. One of the things 
I like most about Dr. von Braun as a boss is that he 
is jovial. When we are really working under pressure, 
he always makes some little remark that relieves the 
tension and makes the work easier to accomplish. 
Even though he is terribly busy all the time and 
keeps a hectic schedule, he still takes time to be cor- 
dial to his employees, and is well-liked by all who 
work for him.” 


Most of the facility, and many of the 5,500 people 
on the “von Braun team” were formerly associated 
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with the United States Army. Last year the President 
transferred the group and their space work to full-time 
work on the national space program. 

For the first time in his colorful career, Dr. von 
Braun is able to devote his full energies to the explora- 
tion of space. The Marshall Center is responsible for 
nearly a dozen major space vehicle and engine de- 
velopment programs. Chief among them is the giant 
Saturn rocket, which is the world’s largest known 
space vehicle. 

Dr. von Braun’s group is also taking part in a num- 
ber of other significant space programs, including the 
Project Mercury manned satellite program for which 
the Center is providing a series of Mercury-Redstone 
rockets. 

Using the powerful rockets now under development, 
Dr. von Braun envisions a multitude of space achieve- 
ments which were commonly thought impossible a few 
years ago. These include a worldwide communica- 
tions satellite network, accurate weather forecasting on 
a worldwide basis, and manned flight to the surface of 
the moon and return. These things, he says, are pos- 
sible in the next decade or so. 


Dr. von Braun’s present position of leadership in 
space science is built upon a firm foundation of ex- 
perience. He joined a group of inventors who consti- 
tuted the German Society for Space Travel in 1930. 
Since that time he has been engaged in rocketry: the 
A-1, A-2, A-3, V-2, Bumper, Hermes, Redstone, Jupi- 
ter—a long string of projects leading to the present. 
In 1945, following the war in Europe, he led a group 
of German scientists to this country; most are still 
here, citizens, and deeply engrossed in America’s fu- 
ture in space. 


He is the author of many books and his scientific 
and technical papers have appeared in various publi- 
cations. The Wernher von Braun Story—“I Aim at 
the Stars,” produced by Columbia Pictures, Incor- 
porated, in cooperation with the Department of the 
Army and Dr. von Braun, premiered in September of 
1960. “Reaching for the Stars, a Biography of the 
Great Pioneer in Space Exploration, Wernher von 
Braun,” authored by Erik Bergaust, a long-time friend 
of Dr. von Braun’s, was published by Doubleday & 
Company, Incorporated, in 1960. 


Dr. von Braun has received numerous high honors in 
his adopted country, including the highest award that 
can be given a civilian, the Distinguished Federal 
Civilian Service Award, presented by the President 
in 1959. 

Described as a man who uniquely combines techni- 
cal ability, passionate optimism, immense experience, 
and uncanny organizing ability, is Dr. Wernher von 
Braun, NSA’s 1961 International Boss of the Year. 
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PRACTICAL OFFICE TIME 
SAVERS; compiled by Arthur H. 
Gager, Technical Division, National 
Office Management Association, Mc- 
Graw-Hill Book Company, 1957. 


@ As stated in the introduction of 
this book, these office timesavers have 
been compiled as a_ concentrated 
guide to aid management in its fight 
against higher costs through im- 
proved methods. The 525 practical 
office shortcuts included in this book 
are explained under 27 major head- 
ings such as accounts payable, cash, 
filing, mail, payroll, and reproduc- 
tion. Of the 27 sections in this book, 
the first five include 82 shortcuts in 


HOW TO USE THE BUSINESS 
LIBRARY with SOURCES. OF 
BUSINESS INFORMATION; H. 
Webster Johnson, Ph.D., and Stuart 
W. McFarland, Ph.D., South-Western 
Publishing Company. 

This manual is designed for stu- 
dents of college level and for busi- 
nessmen as a guide for use of the 
business library. 


Fourteen sections are covered: 
1. How to Use the Library; 
2. Handbooks and Yearbooks; 


3. Pamphlets, Periodicals, and 
Reports; 








the field of accounting. Under the 
filing section are 29 shortcuts. With 
each shortcut the former practice is 
given first, then the suggested short- 
cut is presented, and the result ac- 
complished by putting the shortcut 
into practice follows. Photographs 
are used to illustrate some of the 
shortcuts. Each practice was con- 
tributed by a member of the National 
Office Management Association. 

Although some of the ideas are 
somewhat elementary, they represent 
traditional practices which have been 
discovered by someone seeking to 
make improvements. The ideas pre- 
sented should encourage the reader 
to think, and ideas suggested beget 
others. An alert secretary might 
adapt some of the ideas into sugges- 
tions for solving similar problems 
within the company for which she 
works. 


Reviewers: Maria Damiani, CPS, 
Glendale, California; and Eileen H. 
Fowler, CPS, Phoenix, Arizona. 
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4. Directories; 


5. Business Directories; 


6. Business, Economic, and Fi- 
nancial Services; 

7. Government Publications; 

8. Publications of Regulatory and 
Quasi-Governmental Bodies; 

9. Research Foundations; 

10. Commercial, Industrial, Tech- 


nical, and Trade Organiza- 
tions; 

11. Almanacs, Dictionaries, and 
Encyclopedias; 

12. Aids for Small Business; 

13. Audio-Visual Aids; and 


14. Business Research and Re- 
ports. 


The first section of the manual 
gives the three “locaters” generally 
used for determining whether a book 
has been published and describes the 


three major classification systems 
(Dewey Decimal, Library of Con- 
gress, and Cutter) in use in the 
libraries of the United States. 

The introduction of each section 
describes the use and type of infor- 
mation contained in that particular 
type of business publication. The 
title and name of the publisher of 
each book is followed by a brief de- 
scription of the subject matter 
covered. 


Sections 2 and 3 list several books 
and periodicals which might be help- 
ful to the secretary preparing for 
CPS. However, most of the books in 
these sections, as well as others, are 
designed for specialists or one spe- 
cifically interested in a_ particular 
field—foreign trade, credit and fi- 
nance, personnel, marketing, etc. 


The coverage in Sections 7 and 8 
is necessarily limited. Some of the 
more important publications of the 
government are listed by depart- 
ments and bureaus. Only a few of 
the more important regulatory bodies 
are listed, and the authors point out 
that one seeking information in a 
field covered by a specific group 
should gain access to their list of 
publications in order to determine 
which will be most useful. 


This book could be a valuable ad- 
dition to the secretary’s office library 
for use as a guide in gathering busi- 
ness information for her employer or 
as a reference to business publica- 
tions. The last section, Business Re- 
search and Reports, gives a compre- 
hensive outline for college students 
and business workers for the research 
and preparation of business reports, 
as well as outlines for a formal and 
less detailed report. Many secre- 
taries could utilize this section for 
assisting their employer in prepara- 
tion of a report, or for preparing the 
report themselves. 


This book has little information for 
study in CPS preparation, but it 
does give sources of economic data. 

Reviewer: Ila Westerkamp, CPS, 
Johnson City, Tennessee. 
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QUICKIE 


. If it is 12:00 noon in New York 


City, what time is it in 

(a) Detroit, Michigan 

(b) Louisville, Kentucky 

(c) Minneapolis, Minnesota 
(d) Omaha, Nebraska 

(e) St. John, New Brunswick 
(f) St. Johns, Newfoundland 
(g) Toronto, Ontario 

(h) Dawson City, Yukon 


. The number of stencils contained 


in a quire is 
(a) 12 
(b) 24 
(c) 36 
(d) 144 


. In preparing a newspaper re- 


lease, the end of the article 
should be signified by 

(a) -oOo- 

(b) #4y 

(c) ok ok ok 


(d) any of the above. 


. The number of spaces per inch, 


horizontally is 


for Pica type for Elite type 
(a) 7 (e) 8 
(b) 10 (f) 10 
(ec) 12 (g) 12 
(d) 14 (h) 14 


. Signed return receipts may be 


obtained from the post office for 
(a) Certified Mail 

(b) Special Delivery 

(c) Insured Mail 

(d) All of these 

(e) None of these 


. The preparation of any record 


destruction schedule must take 
into account 


(a) the Statute of Limitations. 

(b) other laws that may apply 
to particular items. 

(c) a review of retention studies 
and articles. 

(d) all of the above. 

The total cost to mail a letter 
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QUIZ 


weighing one ounce via Air Mail 
Special Delivery within your 
own Country is 


in U.S.A. in Canada 
(a) 27c (e) 17¢ 
(b) 30c (f) 22c 
(c) 32c (g) 24c 
(d) 37c (h) 27c 


. Which of the following is impor- 
tant in the purchase of letter- 
heads? 

(a) Direction of grain. 

(b) Printing on felt side. 

(c) Weight of paper. 

(d) All of these are important. 

. Which of the following is a dis- 
tinguishing feature of the NOMA 
(simplified) letter? 


(a) The salutation and compli- 
mentary close are omitted. 
(b) Open punctuation is used. 
(c) All structural parts are flush 
with the left-hand margin. 
(d) All of the above are dis- 


tinguishing features. 
Check marks in the margin of 
material returned from the proof- 
reader mean that 





(a) this is O.K. 
(b) the proof has been corrected 
to this point. 
(c) the spacing here is to be 
corrected. 
(d) something is omitted. 
(e) this line should be left as it 
is. 
answers 
(9) “OL 
(P) ‘6 
(P) ‘8 
epeuey ur (9) “gy UT (Pp) ‘LZ 
(Pp) “9 
epeueyD UI (9) “g UI (B®) “¢ 
(8) pue (q) ‘Pp 
(P) 
(q) % 
00:8 (4) :00:2T (3) 
*06:T (J) *00:T (8) 
°00:TT (P) ‘00:TT (9) 
00:TT (9) ‘00:21 (8) ‘T 








TRAVEL TIPS 
(ted Oo Fe 


AIR FRANCE 
TRAVEL ADVisOR i 


17 days? 28? 45? Turn 
them all into thrilling 
“Vacances Magnifiques”’ 
with unique Air France tour! 


Make every vacation day perfect and 
save time and money, too, with one of 
our exciting new Air France “Vacances 
Magnifiques.” 





A Grand Tour, for Example 


You can visit eight European coun- 
tries in just 26 days, for only $945.60* 
from New York! This includes your 
round-trip overseas flight on Air 
France Jet, your hotels, even sight- 
seeing! Or you can take an escorted 
European tour, visiting six countries 
in 23 days for $1,180.20* complete 
from New York. 


Driving Ambitions? 


For you who have driving ambitions, 
Air France offers exclusive Fly and 
Drive Tours of Europe and the Brit- 
ish Isles, including itinerary, hotels, 
meals, taxes, tips, everything! Go for 
17 to 45 days, from $821.30* com- 
plete from New York. Or fly Europe 
to your heart’s content with Air 
France’s Extra-City Stopover Plan 
—it costs no more than the round-trip 
ticket to your farthest city! 


A Passion for Fashion? 


Yours for the asking! A personal in- 
vitation to 23 top fashion houses in 
Paris, if you fly First Class this spring 
on Air France! Shopping is always a 
highlight in Paris. Plan with my “VIP 
Shopping in Paris” booklet—tells 
where to find what (with map), basic 
French phrases and other facts. 


Stretching Things 


All Air France “Vacances Magni- 
fiques” permit optional side trips for 
very little extra...and everything, 
from start to finish, is payable later! 
But now is the time to get your free 
“Vacances Magnifiques”—1961 plan- 
ning kit—from your Air France Travel 
Agent or through the coupon below! 


* All rates quoted based on Economy round-trip fares. 


AIR: FRANCE JET 





Miss Colette d’Orsay, AIR FRANCE 

683 Fifth Avenue, New York 22, New York 

Please send me: 
“Vacances Magnifiques’”—1961 vacation 
planning kit. 

(1 “VIP Shopping in Paris” 

“VIP Currency Converter” 

(0 “VIP for International Travel” 


Name 
Address. 
City. 








Zone. State 








at je 


















Ann Kridler, secretary, and Helen Norton, president, holding 
the Billikin—Eskimo Symbol of Good Luck—meaning: “God of 
Things as They Ought to Be.” 





Above: President Norton and Installing Officer Hazel Kellar, 
northwestern vice president. Below: Marcia Zahrobsky, treas- 
urer; Ann Kridler, secretary; Luci Prince, vice president; and 
Helen Norton, president. 
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BILLIKIN Chapter 


@ Alaska, Land of the Midnight Sun, has set a new 
record for NSA membership. On February 22, 1961, 
the Billikin Chapter was installed in Anchorage, with 
a total membership of forty-nine, the largest group 
ever to be installed in the history of NSA, and the 
first chapter in Alaska. 

Anchorage, commonly referred to as the “Air Cross- 
roads of the World,” is the metropolis of Alaska, with 
an estimated population of 45,000. This city is as 
far west as the Hawaiian Islands and as far north 
as Helsinki, Finland. Situated at the head of Cook 
Inlet, the geographic setting of Anchorage is remark- 
ably beautiful. On a clear day Mount McKinley, 
North America’s highest peak, can be seen 150 miles 
to the north. 

The climate is similar to that of the northern por- 
tions of the Great Lakes states, New England, and 
the Scandinavian countries. Anchorage enjoys rel- 
atively moderate winters and mild summers and is 
known as the “Banana Belt of the North.” 


(Continued on Page 28) 
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@@ The role of the executive secretary 
is probably one of the most ill- 
defined in the lexicon of modern busi- 
ness. The duties associated with the 
role are so wide-ranging, the defini- 
tion of responsibilities so imprecise, 
that any attempt at definition usu- 
ally leads to the creation of a 
stereotype that bears little relation 
to that very real and very competent 
person who occupies the smaller 
office right next to that of the “boss.” 
The job is truly “what you make it,” 
an area of opportunity waiting to be 
given form and content by the in- 
dividual secretary. 


by Phyllis R. Zessel 


There are, however, certain quali- 
fications without which an executive 
secretary cannot be truly effective. 
The most basic qualification is a boss 
who knows how to use her. Without 
this prerequisite, the executive secre- 
tary may as well resign herself to a 
routine job and a dissatisfied em- 
ployer. 

What kind of a boss does an execu- 
tive secretary require? First of all, 
he must be a true executive. He must 
have the ability to choose his secre- 
tary carefully, and then to have full 
confidence in his choice. This means 
he is willing to delegate authority, 


“‘Modern dictating and transcribing equipment, such as the Edison 
Voicewriter, are of immeasurable assistance to the executive secre- 
tary in scheduling her day,” according to Phyllis Zeisel. Miss Zeisel 
is executive secretary to Mr. Leon Shimkin, Chairman of the Board 


of Simon and Schuster, Inc., and President of Pocket Books, Inc. 





not just assign tasks; that he has 
faith in her taste, resourcefulness, 
and imagination; not just in her 
shorthand, neatness, and typing abil- 
ity. It means that he realizes the 
value of his own time—and there- 
fore is willing to share in the plan- 
ning of that time for its more effec- 
tive use. 






















Mr. Leon Shimkin, Chairman of the Board of Simon and Schuster, Inc., and President of Pocket 
Books, Inc., believes dictating equipment enables both the executive and the executive secretary to 
make better use of their time. Both are “freed” to use each minute to its best advantage instead of 
trying to fit their day into a routine schedule. 


Secondly, the boss must respect 
the personality of his secretary. He 
must realize that this secretary who 
is a second self in so many instances, 
who represents him to so many busi- 
ness contacts both within and out- 
side of the company, is a definite 
human being with personality char- 
acteristics of her own. The com- 
pletely negative person who merely 
reflects her employer will never be 
able to take on the responsibilities of 
an executive secretary. An attitude 
of mutual respect is all-important. 

Given a boss with these qualifica- 
tions, an executive secretary has a 
good chance of succeeding and being 
happy in her job. 

But what about her qualifications 
for the job? 

In today’s business world, the ob- 
vious ones—typing, shorthand, busi- 
ness machine skills— are, above a 
certain minimal level, the least im- 
portant of all. Terrific speed in tak- 
ing dictation does not have the value 
it had a decade ago. Many execu- 
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tives use dictating machines, and 
transcribing units can be regulated 
to suit the secretary’s speed. Speed 
typing is not as important as an end- 
product that is perfect in every de- 
tail. The executive secretary has 
confidence enough in herself to “do 
over” on her own if necessary. 


Far more important to the job are 
personal qualities and over-all skills 
such as the ability to take on respon- 
sibility, and the enjoyment of it; 
awareness, and a lively interest in 
people; initiative in learning all 
phases of the business; discretion; 
and a fine sense of human relations. 


Each of these personal qualities 
comes into play during a “typical!” 
day in the life of the executive secre- 
tary. She takes on the responsibility 
of screening calls and visitors, often 
directing them to the proper chan- 
nels on her own. By maintaining 
duplicate calendars with her boss, 
she knows where he is at all times, 
plans his appointments for him. As 
correspondence reaches the office, she 


takes upon herself the task of im- 
plementing requests, of answering 
complaints, of thanking people for 
services and courtesies rendered. 
Given the broad outlines of a project, 
she will go about finding her own 
ways of setting it in motion, of see- 
ing that details are carried out. By 
recognizing what is important in 
calls, mail, memos, she directs to the 
boss only those things requiring his 
personal action. She relieves his 
work load without specific instruc- 
tions. 

The executive secretary is aware 
of what is going on in other depart- 
ments of the company—and in the 
world outside. She knows of changes 
in jobs and titles, new products put 
out by the company, and changes in 
company policy. 

She is also aware of the good res- 
taurants where luncheons can be 
arranged at a moment’s notice, of 
the private club where important 
meetings can be set up, and of the 
shows for which tickets are available. 
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Airlines, travel agents, department 
stores, and specialty shops are not 
strangers to her. 


The executive secretary is discreet. 
The confident of financial matters 
of the company, of personnel deci- 
sions, and of policy making, she can- 
not be the intimate friend of other 
employees. It is her job to know and 
even act upon her knowledge, but at 
all times to maintain a discreet 
silence upon company matters. 

This is where her fine sense of 
human relations comes into play. 
Her contacts with other employees 
and with suppliers, customers, stock- 
holders must at all times reflect the 
dignity and position of her boss. 
More than this, however, it is her 
own personality and ability to get 
along with people that will deter- 
mine the image of this boss—and 
even the company—to people inside 
and outside of the company. 


The all-inclusive job of the execu- 
tive secretary, then, is to provide her 
boss with the maximum amount of 
time free from details, interference, 
and nonexecutive tasks, so that he 
can function as a true executive with 
free rein for his special abilities. 
The executive secretary implements 
her job by planning her own time, 
scheduling her own tasks, and using 
the best tools available. 


She should have a full awareness 
of the modern business machines 
that will enable both she and her 
boss to do a better job in less time. 
New dictating and_ transcribing 
equipment add immeasurably to the 
flexibility of the executive secretary’s 
day. Her time is too valuable in 
terms of her over-all job to person- 
ally take dictation whenever re- 
quired. With such a system, her boss 
can dictate at will, and she can fit 
the transcription into the most con- 
venient minutes of her day. In the 
same way, the boss can dictate travel 
plans, ideas, luncheon meeting in- 
structions while his secretary is on 
an outside assignment, and she can 
play them back on her transcription 
unit upon her return. 
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Portable dictation units are also 
helpful to the executive secretary if 
her boss travels. By sending in the 
discs to her, he can clear his desk of 
business transacted out of town be- 
fore his return, and she in turn has 
complete details for the interim 
handling of any problems arising or 
for the implementing of any orders. 


Type faces, business forms, ac- 
counting equipment, intercommuni- 
cation networks—any business ma- 
chine or system that could better 
serve the executive office in any form 
is part of the province of the execu- 
tive secretary. With more and more 
data needed for management deci- 
sions, with the executive required to 
read and know more about every 
phase of a business, the executive 
secretary can act as a clearing house 
for many of the facts and figures 
directed to the top office. The secre- 
tary is not a substitute for the sys- 
tems department, but if she is com- 
petent, she does not accumulate 
paper work for herself or her boss— 
she finds ways of cutting down on it. 

The person desirous of a routine, 
9-to-5 job should never attempt to 
become an executive secretary. But 
for the person who enjoys responsi- 
bility, who requires creative work, 
who likes people, and who rises to 
daily challenge, this is the job in the 
modern business world. 





PLAN NOW 


to attend NSA‘s 16th 
INTERNATIONAL CONVENTION 


Los Angeles, California 


July 19 to 22, 1961 


Please use forms provided in 
THE SECRETARY 
for 
Convention Registration 
Tour Reservations 


Hotel Accommodations 














FREE ™ the most 


valuable work-saving tool 
a secretary can own! 













Shows you how to _—_—" - 
speed through every 
secretarial task with 
EASE & EFFICIENCY! 






poxecutive : 
‘eipcretae 





Simply mail coupon below to get your FREE 
copy of this 201-page gift volume. It gives 
you hundreds of useful tips that speed you 
through your work—and help guide you to 
the top of the secretarial ladder! 
It contains everything you will ever need to 
know—from persomal tips on appearance— 
to actual work-saving aids for handling your 
job more efficiently, “THE EXECUTIVE 
SECRETARY” is virtually a complete secre- 
tarial course, overflowing with good ideas 
that show you how to leone a top-notch 
executive secretary ! 
Best of all, this invaluable work-saving aid— 
the entire 201-page volume—is now yours— 
absolutely FREE—with an introductory sub- 
scription to P.S. for Private Secretaries . . . 
the new, high-level secretarial service that 
offers the practical guidance you must have to 
become more successful. You'll wonder how 
you ever got along without it! Edited by a 
staff of expert secretaries—all top profession- 
als—each issue of P.S. brings you such im- 
portant ideas as: 
* writing letters and handling correspond- 
ence by yourself 
* 18 tips that reduce filing time 
® glamorizing the office at little cost 
® speeding up routine tasks 
® 10 valuable ways to cut down duplica- 
tion and waste in reports 
* how to route incoming mail more effec- 
tively 
PLUS special removable feature, ‘Secretaria! 
Clinic”, to file as handy references. 
And P.S. as a professional service for secre- 
taries is COMPLETELY TAX DEDUCT- 
IBLE! You can deduct its full cost from 
your yearly tax bill. It comes to you twice 
each month (24 informative issues a year) 
at a cost of only $1.25 per month. Mail the 
coupon now and I'll send you the very next 
issue the moment it is off the press. You will 
also receive a FREE GIFT copy of “THE 
EXECUTIVE SECRETARY.” 


F National Foremen’s Institute 
| Dept. 5814-E1 
New London, Connecticut 


Please start my introductory 1 year's subscription 

to P.S. right away—and send me my free copy 

of ‘“‘THE EXECUTIVE SECRETARY.”’ I un- 

derstand that the cost is $1.25 per month, to be 
| billed 15 days after first issue is sent. 


| O Bill me 0 Bill my employer 
| 
| BNI: Accc ais sate Gus Stace ee ne prs cera Somos this eae 
l PU eE. chins paces nd hekeeseemoin embers 
| DUNO S «545545 554uaamyuepeaeeee sae aee 
I Cit 
Se sa ronal ina an aca ol CO ee See 
a 








An Evening at 


THE HOLLY WOOD BOWL 


@ You will see and hear a renowned popular artist at 
the world-famous Hollywood Bowl, when you attend 
this special event sponsored by the National Secre- 
taries Association Home Trust Fund at the 16th Inter- 
national NSA Convention in Los Angeles this July. 
This vast amphitheatre accommodates tens of thou- 
sands of spectators, with acoustics more nearly perfect 
than man has since been able to achieve. The first 
concert given there was on July 11, 1922. Today the 
Bowl is one of the great natural wonders of the world, 
and its huge modern shell provides a flawless sounding 
board for the music performed on the enormous stage. 
It is now the most perfectly equipped outdoor audi- 
torium in the world—and one of the loveliest, sur- 
rounded by the natural beauty of the hills and ever- 


greens. 


Just imagine an evening of glorious music and enter- 
tainment under the stars—a good supper and the com- 
panionship of your NSA friends and your family to 
add to the enjoyment. 

A round-trip bus ride from the Biltmore Hotel to the 
Hollywood Bowl has been chartered and a delicious 
box supper will be served in your seat prior to the per- 
formance. There will be a choice of fried chicken or 
tuna salad, with all the trimmings, and plenty of hot 
coffee. 

Tickets for the performance, box supper, and trans- 
portation are $6.75. Your friends and members of 
your family are cordially invited. To ensure your 
attendance at what will be a truly memorable evening, 
send your reservation using the clip-out form below. 


Deadline for reservations is June 15, 1961. 


RESERVATION—HOLLYWOOD BOWL 


Make checks payable to The National Secretaries Association (International) and mark “For Home 
Trust Fund Event.” Mail to NSA Headquarters at 1103 Grand Avenue, Kansas City 6, Missouri. 





Name... 


Address... 








Supper Choice: Number of Tuna Salad__._._ Number of Fried Chicken _____ 


tickets @ $6.75 each for the 





Attached is my check for $ 


performance at the Hollywood Bowl, bus transportation, and box supper on July 21, 1961. 
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“WALK WORTHY OF YOUR PROFESSION” 


16th ANNUAL CONVENTION 
THE NATIONAL SECRETARIES ASSOCIATION (International) 


July 19-22, 1961 


Biltmore Hotel -LOS ANGELES, CALIFORNIA 


highlights: (See MAY Issue THE SECRETARY for detailed agenda) 


Convention Activities 


Wednesday, July 19 Friday, July 21 
Four Special Forums: (To be announced). Business Session Reconvenes 
Exposition Opens Balloting for International officers 
Chapter-at-Large Meetings Home Trust Fund Event 
Open House CPS Event 
Thursday, July 20 Saturday, July 22 
Opening Business Session Presentation of Awards 
Secretary of the Year Luncheon Installation Banquet 
Division Officers’ Get-together Adjournment 


You and Your Association 


PLEASE TURN TO PAGE 26 FOR SPECIAL EVENTS 


(tear out and send in) 


registration form (PLEASE TYPE OR PRINT) 


Members other than delegates, alternates, and division representatives 
Send this registration form and remittances to the Executive Secretary 
The National Secretaries Association (Int'l), 1103 Grand Avenue, Kansas City 6, Missouri, 
as soon as possible, but no later than July 1. 
(Cancellation of registration must be made by July 1 to obtain refund of fee.) 


NAME____ ae See ee ay eee ee ee. ee ee ee 


CHAPTER AFFILIATION____ i a ce acca ee SS, a ee 


Please circle if you are: CPS or Division Officer (at time of convention). 
Attach check or money order for registration fee of $20.00, payable to The National Secretaries Associa- 


tion (Int'l). ($15.00 for any period after Thursday.) 
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Special Events 


July 15-18 
Special Pre-Convention Tours: 
Night-Club Tour 
Las Vegas Champagne Tour 
Catalina Island Tour by Ocean Steamer 
Disneyland Tour 
(See Page 26, March 1961 issue for reservation form.) 


Friday, July 21 


An Evening at the Hollywood Bowl. Total cost $6.75. Spon- 
sored by NSA Home Trust Fund. 


(See Page 24 for reservation form.) 


Post Convention Tours 


‘Hawaiian Holiday for Secretaries,” for the benefit of NSA 
Home Trust Fund. 
Holiday in Mexico. 


Wednesday through Saturday 


Outstanding exposition of products for: 


BETTER LEARNING — such as books and visual aids, 


educational institutions; 


BETTER LIVING — such as carbon paper, duplicating 
equipment and supplies, filing supplies, mailing equipment, 
offset equipment and supplies, photocopying equipment, sta- 
tionery supplies, typewriters and accessories, and dictating 
equipment; 


BETTER LETTERS such as beauty aids, fashions, foods, 
hobbies, sports, interior decorating, office furniture, travel, 
vacations. 


REGISTER NOW 


Membership Dues for 1961-1962 must be received at Headquarters (transmitted through your chapter treasurer) 
before your registration can be confirmed. 


Delegates and 


Your registration must be sent through your chapter, accompanied by certification on form provided 


Alternates to your chapter. Registration deadline June 15. (Cancellation must be made by July 1 to obtain 
refund of fee.) 

Division Your registration must be sent through your division, accompanied by certification on form provided 

Representatives to your 1960-1961 division president. Registration deadline June 15. (Cancellation must be made 
by July 1 to obtain refund of fee.) 

Hotel Make direct with the Biltmore Hotel on form provided on page 27 of this magazine at the time 

Reservations you send your registration to Headquarters. 


(Convention Registration Blank on Reverse Side) 
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“LATECOMERITIS” 


from 
8 Hamilton Watch Company 


Lancaster, Pennsylvania 


Oo 







@ “I'll have to talk to Johnson .. . late three times 
again this week.” “Don’t invite Helen . . . she’s 
always late!” 

Johnson and Helen suffer from a malady called 
“Latecomeritis!” The cause of the disease is either 
a disorderly mind (the individual cannot get organized 
and out on time) or an inflated ego (the individual 
thinks he is definitely worth waiting for, no matter how 
long he takes!). 

“Latecomeritis” is a chronic condition and like many 
others, the longer it is ignored, the worse it becomes. 
Symptoms range from slight absentmindedness to 
nervousness, tension, and fretfulness. Poor time plan- 
ners, whose cases of “Latecomeritis” are most acute, 
become emotionally upset and build up physical ten- 
sion. This serves as an engraved invitation for stomach 
ulcers, heart strain, high blood pressure, and certainly 
is no aid to a pleasant disposition. Happily, though, 
there is a cure! 

First: realize the impression your bad manners 
make. If you suffer from the disease of the late-comer, 
put yourself in your host’s, or your date’s, or your 
boss’s position. How would you feel if you were on 
the other side of the minute hand? 

Twenty-five years ago, Emily Post blasted the notion 
that it is “smart” to be late. In her booklet, “Time 
Etiquette,” written for the Hamilton Watch Company, 
she said, “We all know people who are attractive as 
they can be. Yet when we think of asking them to 
lunch or play bridge, we hesitate. We know that half 


BILTMORE HOTEL, Los Angeles, California 


RESERVATIONS REQUEST 


an hour after every other guest has arrived, the careless 
one will blandly appear.” 

Only on a few special occasions, such as an “Open 
House from three to five,” is a choose-it-yourself arrival 
time permissible. Otherwise, try to be there first in- 
stead of last, till the habit is set. Your friends may 
make allowances for occasional lateness because they 
enjoy your company ... but a business associate or 
client can only react with displeasure. 

A list of “must” appointments can help keep you on 
schedule. If you have several commitments in one day, 
allow enough time between for the unexpected—the 
late train, the traffic jam, the talkative lunch partner, 
the important phone call, or the urgent emergency. 

Give yourself frequent warnings that you are due at 
a certain spot at a certain hour. 

Those appointments we dread—the trip to the den- 
tist or the “courtesy call” on someone’s Aunt Martha— 
should be scheduled early in the day so you get them 
out of the way. 

When Emily Post wrote her booklet in 1935, “My 
watch stopped” was the most popular excuse of the 
latecomer. Emily advised, “Wind your watch at the 
same hour every morning until this becomes as auto- 
matic as brushing your teeth!” 

But Emily did not foresee portable electric time! 

Any expert will tell you “Latecomeritis” cannot be 
licked without the help of a reliable timepiece. But 
occasionally, when we have the best intentions, late- 
ness is unavoidable. At these times, no matter how 
harrassed you are, remember that you have spent 
someone else’s time, and offer a sincere apology. 

To save the time usually spent waiting on endless 
lines, and to keep one tick ahead of the clock, have 
transportation schedules on hand to check correct de- 
parture and arrival times. Know what means of travel 
are available to you and when. Order entertainment 
tickets, railroad, or plane tickets well in advance. 

Punctuality has been called “the courtesy of kings.” 
It not only implies, but shows regard for others. On 
the other hand, those who try to stretch time, usually 
wind up short of it! 


The National Secretaries Association (International) Convention — July 19-22, 1961 


Hotel reservations for the 16th International NSA Convention 
will be accepted by the Biltmore Hotel ONLY if this form is used. 


Mail To: Reservations Manager 
The Biltmore Hotel 
Los Angeles, California 


NN ge oie aac ta aa ee Ral hSDN i RO es ae ro che ry ce eal ch ee 
Cn EE INE LE PROS EEL ET NET A PIT AAT IO EES Pest HP STR ART I ET 
a a ane ne ec 
Remarks 

7 Reservations held until 7 P.M. unless otherwise requested. 
Arrival Date. Sr re ee os —— All Rooms with Radio and Television 
Departure Date _____. nee eee Completely Air-Conditioned 


USE REVERSE SIDE FOR SELECTION OF ACCOMMODATIONS 
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BILLIKIN CHAPTER, ALASKA, NSA 
(Continued from Page 20) 

A skier’s paradise, the nearby resorts offer a year- 
round ski program unsurpassed anywhere in the world. 
For those not-so-rugged individuals who prefer a 
hobby less demanding physically, there are several 
Little Theater Workshops; a local Symphony Orches- 
tra; a newly organized Civic Ballet Company; and 
a 130-voice Community Chorus, just to name a few 
of the many worthwhile and rewarding organizations 


eager to share their experiences with newcomers. 


The story behind the Billikin Chapter is too unusual 
not to be shared with all NSA members. You might 
say that the Billikin Chapter was born on the Alaska 
Highway last August, for it was there that Maria 
Dorweiler, CPS (from the San Fernando Valley, Bur- 
bank, California sponsoring chapter), and Ann Kridler 
met. Maria and her husband were enroute to Anchor- 
age on vacation; Ann and her husband were moving 
there permanently. Meeting at one of the not-so- 
many lodges along the highway, Maria’s enthusiasm 
concerning NSA made quite an impression on Ann, 
who heretofore had been totally unaware of such an 
organization. Many miles and lodges later Ann was 


just as enthused over the possibility of organizing an 


Alaskan chapter as Maria. By the time the two cars 
reached Anchorage, Ann was fully indoctrinated. 


Before leaving California, Maria had been given 
the name of a “contact” in Anchorage who might be 
able to assist in forming an Alaskan Chapter. Upon 
arriving in Anchorage, Maria got in touch with Helen 
Norton, who had been an active member of the Hawk- 
eye Chapter in Des Moines, Iowa, for eight years. 
From that moment on the dream began to become a 
reality. 

The first meeting was held in September, with a 
total of six prospective members. As the word spread, 
more and more secretaries joined the group and the 
goal of “49 from the 49th State” was reached. 


Represented in the group are secretaries employed 
by Union Oil Company, the Alaska Railroad, Elmen- 
dorf Air Force Base, various Airlines and Television 
Stations, Alaska Native Hospital, and the City Man- 
ager’s Office, to name only a few. 

The next goal for the “49ers” is to set up an edu- 
cational program within the school system which will 
prepare members for the certifying examination. It 
is hoped that this can be accomplished by the Fall of 
1961. 


BILTMORE HOTEL ACCOMMODATION REQUEST 


If accommodations at rate requested are unavailable, room at nearest rate will be reserved. Reservations will be confirmed. 


PLEASE RESERVE: 


SINGLE ROOM(S) 





_____.._D OUBLE ROOM(S) (2 persons) 





________SUITE(S) (1 or 2 persons) 


TWIN BED ROOM(S) (2 persons) ..........1) $13.00 


0 $ 8.50 O $ 9.00 1 $10.00 O $12.00 0 $14.00 
O $11.00 O $11.50 O $12.50 0 $14.50 O $16.50 


O $14.00 O $15.00 O $16.00 O $17.00 O $18.00 


O $25.00 (© $30.00 O $35.00 [$ 40.00 


ADDITIONAL PERSONS IN ANY ROOM AT $3.00 PER PERSON. 


Signature 


(See Reverse Side) 
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(Continued from Page 5) 


beyond the call of duty, and such, on 
the part of the secretary. 


Of utmost importance is training, 
a primary responsibility of any boss. 
The secretary’s counterpart—a will- 
ingness to learn—is of equal import. 
Unfortunately, the vast majority of 
bosses want an experienced secre- 
tary. Yet it is unrealistic to believe 
that even the most experienced secre- 
tary will automatically learn to do 
the boss’s job without proper instruc- 
tion. Why bosses constantly trust to 
luck and hope (or at best second- 
hand informational methods) that 
their secretary will learn what, when, 
how and, more important, why things 
are to be done the way they are done, 
is beyond my comprehension. “I 
don’t have the time to train her’ is 
a statement not worth mentioning. If 
you counted the times it took for 
corrective action, added to it the 
actual losses of business, plus the 
headaches that come with mistakes, 
omissions, etc., the boss would take 
the time in the beginning, when it 
should be done, to give his secretary 
a chance to prove she can do it if 
she knows what, how, and why the 
boss wants. 

Let’s do it like the boss wants it 
done. I know it may not have been 
done this way at your last place of 
business or you didn’t do it this way 
last year, but now things have 
changed. It’s fine to recommend a 
change and if the boss buys it, well 
and good, but until that time, let’s 
do it his way, for I’m sure there was 
good reason behind the request. 

Speaking of making recommenda- 
tions brings up the next major point 
—taking the initiative. It doesn’t 
take a great deal of intelligence for 
a person to follow explicit instruc- 
tions. Furthermore, I don’t believe 
that anyone can call or should call 
themselves a secretary, leastwise a 
good secretary, if all they do is what 
the boss tells them to do. I for one, 
among many I suspect, like a secre- 
tary to make decisions beyond rou- 
tine matters; to take the initiative 
in those instances when I’m not 
there. You know the old saying, 
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“Don’t just stand there, do some- 
thing!” This is not for me. 


Yes, I will agree that initiative can 
only be fostered in a permissive at- 
mosphere. Here is where the boss 
needs to encourage his secretary to 
use her own judgment and make her 
own decisions. You know there are 
several surveys which indicate that a 
lot of people, both men and women, 
in all levels of business life are held 
back from advancement because of 
their inability to make decisions. 
And why? Simply because they are 
afraid that they are going to make 
the wrong decision. Let me try and 
dispel that fear right now. 


Please think of someone who in 
your mind is the most successful 
person you know or know about. It 
may be your boss, the President of 
the United States, someone who 
lived long ago, or most anyone. Who 
knows a successful person who has 
never made a mistake in his or her 
life? Well, isn’t that strange, no one! 
Strange? Not at all. We learn by 
mistakes. Now we can’t make the 
same mistake more often than once. 
Yet we often are faced with the sit- 
uation which demands a decision— 
and we do nothing. Incidentally, in- 
decision is really a decision to do 
nothing about it. You do this in 
hopes of not making a mistake. Just 
remember the age-old adage which 
says, “People who don’t make mis- 
takes generally wind up working for 
people who do.” 


Now taking the initiative and mak- 
ing decisions is fine but there is one 
logical step that follows and that is 
in keeping the other person informed 
of what has been done. If we broad- 
en this a little we can move to the 
third point—a need for improved 
communications. 


The subject of communications is 
so vast that we can hardly scratch 
the surface in the next few lines. 
However, because of its importance 
I think it would be only fair to men- 
tion a couple of things about com- 
munications relative to The Grand 
Alliance. 


Communications means keeping 
people informed and that means well 
informed. Informed so they can 
properly do their job. This ranges 


all the way from the boss telling his 
secretary where he can be reached 
when he leaves the office, to the sec- 
retary telling him everything of im- 
portance that transpired while he was 
out. It means keeping the secretary 
up to date about what is cooking on 
all business matters in which she is 
involved (which usually means about 
everything). It also means wiring in 
the boss on any information which 
the secretary has acquired which 
may affect his actions in his future 
business dealings. 


Let’s play real naive when it 
comes to communicating. Let’s not 
assume anything or take anything for 
granted. In order for The Grand 
Alliance to function at its peak we 
must be fully aware of what is going 
on. “’Tis better to be repetitious 
than chance an omission of impor- 
tance.” Tell ’em so they’ll under- 
stand! 


Another process of telling, closely 
allied to (and considered by some to 
be part of) communications is eval- 
uation. Call it merit rating, progress 
report, personal improvement review 
or whatever, I am referring to the 
necessity of a periodic evaluation of 
an individual by the boss. My feel- 
ings run pretty strong in this area so 
let me state my point of view quite 
clearly. I believe that every person 
wants to know and, what’s more, has 
the right to know how he or she is 
doing in the eyes of the boss! Here 
again comes the ancient chant from 
the boss, “I don’t have time for that. 
My secretary knows how I feel about 
her without a review.” To that I say, 
“Baloney!” Unless the boss periodi- 
cally sits down specifically to discuss 
his secretary’s strong and weak 
points certain things may never be 
accomplished or weaknesses may 
never be brought to light. This little 
tete-a-tete should be well thought out 
and not held solely to chew her out 
but to help her out by suggesting 
needed improvements. 

This, mind you, is not all one- 
sided. For it is during this session 
that the secretary can bring up those 
things which can be changed to 
strengthen The Grand Alliance. As 
a result of these talks, the secretary 


(Continued on Page 32) 
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Business Speech 


@ Correct speech habits have an im- 
portant influence upon one’s position 
as an office worker, for he who im- 
proves his English will improve his 
opportunity for advancement in busi- 
ness. Because errors and bad taste 
in the selection and use of words are 
so common in all forms of business 
communication, the average office 
worker tends to underestimate the 
need for correct speech habits. 


Too often mere carelessness has 
resulted in the most flagrant abuse 
of the English language. This is par- 
ticularly true of English in spoken 
form. Voice, pronunciation, enuncia- 
tion, diction, choice of words, man- 
nerisms, and courtesy are phases of 
the problem of good business speech. 


The Idea and Its Expression 


Illogical as it may sound, there are 
too many conversations in which 
nothing is said. Before one can carry 
on an intelligent conversation or dis- 
cussion, one must have something to 
say. When it is possible to plan a 
talk, the main ideas to be covered 
should be carefully analyzed and 
mentally outlined. 

Many misunderstandings in social 
and business communications are 
due to the fact that too little care 
has been taken to present clearly and 
lucidly the full details of the topic 
being discussed. This _ situation 
arises from a lack of imagination on 
the part of the speaker, the use of 
fragments of thoughts or a colorless 
vocabulary, or perhaps laziness in 
not taking the time and the effort to 
present a point thoroughly. 


Good use of English involves more 
than freedom from errors. It involves 
conveying spoken or written thoughts 
exactly as intended. Words, care- 
fully chosen and placed together 
logically, convey ideas and impres- 
sions that cannot be conveyed in any 
other way. A complete thought 
molded into a grammatically sound 
and correct sentence carries weight 
and is easily understood. 
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SPEECH 
nan Off 


Voice—Pace, Pitch, and Volume 


The pace, pitch, and volume of the 
voice play an important part in main- 
taining the tranquillity of a discus- 
sion. While one should speak force- 
fully, with proper emphasis and ex- 
pression, he should not speak too 
rapidly nor pitch his voice so high 
or so loud that it will disturb or 
cause annoyance. A loud, grating, or 
sharp penetrating voice uncon- 
sciously irritates a listener and 
causes either a lack of attention or 
an even more unfavorable type of 
reaction. 


Some speakers end _ sentences 
hastily or on a rising inflection, so 
that the listener is always in doubt 
as to what is expected in the way of 
a comment. A steady, even-pitched 
voice is a requisite of a good con- 
versationalist. 


Pronunciation 


The office worker should strive to 
use that pronunciation most readily 
understood and accepted in the 
office in which he is employed; the 
one that is most readily understood 
is the one that is spoken by most of 
the people in the community. For a 
person to do otherwise may raise the 
question of affectation. Affectation 
in speech indicates that one is striv- 
ing to be different by speaking in a 
manner to which he is not accus- 
tomed under ordinary conditions. An 
assumed drawl or an unusual pro- 
nunciation of words may cause one 
to be labeled a snob. It is a mistake 
on the part of anyone to think that 


assumed manners of speech are 
attractive. 


One should be equally careful of 
committing errors in pronunciation 
that are attributed not to recognized 
dialects, but to carelessness. Among 
those are such errors as the dropping 
of “g” or the substitution of “k” in 
the place of “g” in words ending with 
“ing,” the pronouncing of words end- 
ing in “w” as “wr,” and the wrong 
emphasis on a vowel at the beginning 
of a word. It is an axiom that a 
word should not be used unless the 
user is perfectly certain of its pro- 
nunciation. 


Enunciation 
Errors in enunciation are of two 
types—slurring of one word into an- 
other and improper sounding of all 
the syllables of a word. “Didyer” for 
“did you,” “gimme” for “give me,” 
“uster” for “used to,” “whatjer” for 
“what did you,” and “lemme” for 
“Jet me” are examples of slovenly 
speech. Quickly read over the group 
of words below and note whether it 
is difficult for you to enunciate dis- 
tinctly each word of the pair. 
cease-seize 
council-counsel 
decrease-disease 
doze-those 
eminent-imminent 
irrelevant-irreverent 
picture-pitcher 
sense-since 
statue-stature-statute 
while-wild-wile 
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253 to 257 of CLERICAL 
| OFFICE PRACTICE, Second 
Edition, by Agnew, Meehan, and 
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the South-Western Publishing 
Company. 











Diction 


The use, choice, and arrangement 
of words is known as DICTION. 
Business demands good diction. If 
we wish to speak or to write prop- 
erly, we must choose words that are 
recognized as correct by authorities 
in English. We must choose words 
that will please the people to whom 
we address them and that will cause 
those people to respond the way we 
desire. 


To be proper, a word must be of 
modern usage, reputable in meaning, 
and in common national usage; in 
addition, it must assist in expressing 
a thought accurately, clearly, and 
forcefully. For example, an employee 
who addresses his superior as “Hey, 
Jones,” is likely to be thought of less 
well than is one who is more formal 
in his greeting. A telephone operator 
who says, “Yeah, I guess so,” will 
never prove to be quite as satisfac- 
tory as one who says, “Yes, I will 
find out, Mr. Brown.” In a similar 
manner, the easy, free conversation 
frequently carried on by office work- 
ers among themselves and very mild 
profanity, even though uttered in a 
quiet undertone to one’s self, are 
both very bad form. 


Colloquial Words and Expressions 


Certain words and expressions, 
while not considered to be correct, 
are accepted when restricted to in- 
formal communication. They fre- 
quently lend ease and naturalness to 
what is said and are recognized in 
the area of their use as colloquial- 
isms. Examples are: 
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The business had QUITE A 
NUMBER of large orders. 


The secretary had a DATE for the 
evening. 


The typist was not THROUGH 
with her work. 


Slang 


Although colloquialisms are some- 
times acceptable, slang and vulgar 
words cannot be condoned. Slang 
may be classified as invented words, 
legitimate words with slang mean- 
ing, and crude figurative expressions 
and contractions. Words or expres- 
sions of this type are used in direct 
defiance of all the approved rules 
of good diction. To give one a “pain 
in the neck” or to “get one’s goat” is 
an easy way for a lazy mentality to 
express itself. 


Undoubtedly, the wide use of cer- 
tain slang words and phrases has 
caused them to lose some of the un- 
desirable quality that they had in the 
past; but even this gradual accept- 
ance of heretofore improper words 
does not justify excessive use of 
slang. An office worker’s vocabulary 
that is limited to the usage of such 
nondescript words as “lousy,” 
“swell,” “guy,” and “pink” indicates 
a weak English background. 


Mannerisms 


While one is expected to win the 
interest and hold the attention of a 
listener by appearing to be enthu- 
siastic, alert, earnest, sincere, and 
forceful in speech, one’s mannerisms 
should not compete with the 
thoughts being conveyed by the 
voice. An easy, natural body posi- 
tion causes the listener to concen- 
trate on what is being said; it does 
not attract attention to the speaker. 
Undesirable mannerisms include the 
extreme use of the hands for gestures 
and unnatural use of the eyes and 
distortions of the facial muscles. 
Such habits are as undesirable as 
quick, jerky, nervous speech with 
annoying pauses or indistinct speech. 


Because of nervousness, slow think- 
ing, or thoughtlessness, some people 
slip into the conversation various 
sound effects or unnecessary expres- 
sions, such as “uh,” “or,” and “and 
ah.” 


Courtesy in Business Speech 


When you pause for an exchange 
of viewpoints, listen to what is being 
said and avoid interrupting the 
speaker until he has expressed his 
thought. It is very annoying to speak 
to someone who neither listens nor 
permits you to express your view- 
point to the best of your ability. Any 
listlessness, either while speaking or 
listening, is unpardonable. 


One should be tactful in selecting 
the right moment to open a conver- 
sation. Do not interrupt a conversa- 
tion to start a discussion. Never ask 
a question or discuss a point with an 
individual who is upset or who may 
not want to discuss the matter with 
you at the time. Select the moment 
that seems most propitious for a 
pleasant, successful discussion. A 
smile or pleasantry is always a help- 
ful opening. 

It is as much a skill to be a good 
listener as it is to be a good talker. 
Much of our learning and progress 
must come from observation and 
study. Learning depends upon the 
right attitude of mind—the attitude 
of listening and watching as well as 
doing. If you find yourself bursting 
with words, you may be a likable, 
impulsive, enthusiastic person, but 
you will miss an important oppor- 
tunity for growth. Your co-workers 
may be just as enthusiastic, and their 
ideas may be even better than those 
you have to offer. Listen to advice— 
listen for instructions — listen for 
ideas—LISTEN! 


Courtesy, coupled with the vivid- 
ness of your vocabulary, the accuracy 
with which you select your words, 
and the terms used te express your 
thoughts completely and concretely 
will aid much in developing the 
effectiveness of your conversation. 
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THE GRAND ALLIANCE 
(Continued from Page 29) 
should have greater confidence in her 
boss and her work, and strive to im- 
prove on those points which both she 
and her boss agree are her weak- 
nesses. The boss should feel that he 
has done a service to his secretary 
and benefit by the resulting improve- 

ments. 

For the last point of discussion I 
have chosen the word recognition. 
This word represents a two-edged 
sword for I use it to mean: “seeing 
a need” and “reward for accomplish- 
ment.” 

As an example I point to the very 
purpose of NSA. For it is here that 
a group of fine ladies, whom I am 
sure are also fine secretaries, have 
seen a need. This need is to familiar- 
ize their bosses and nonmembers of 
their organization with what they 
stand for and what they have accom- 
plished. I am happy to say that I 
am personally acquainted with at 
least part of the work they do. As 
president of a local charitable organi- 
zation many of the secretaries of the 
Big “D” Chapter have devoted hun- 
dreds of woman-hours of their own 
personal time to help our group func- 
tion. Ours is only one of many 
groups that have been helped by 
these secretaries. 


The point is that every boss should 
recognize this and other such accom- 
plishments of their secretaries. Many 


secretaries go to school on their own 
time. Several are presently prepar- 
ing for CPS examinations—probably 
the highest scholastic achievement a 
secretary can reach. It’s a crime to 
let these efforts pass without due 
recognition. I for one salute them. 


Now this also works the other way 
around. Your boss likes to hear you 
express your recognition of his ac- 
complishments when it is deserved. 
Honest and sincere praise for a job 
well done should be given at every 
opportunity. 

In summary let’s look at it this 
way. The boss-secretary relationship 
is a key factor in today’s business 
life. It should be an Alliance that 
grows stronger as the years pass. 
Working together as a team, The 
Grand Alliance can accomplish won- 
ders; but differences which are not 
quickly and amicably settled can de- 


stroy much of the needed produc- 
tivity. 

When we recognize that periodic 
differences between boss and secre- 
tary occur, we can be on guard to 
minimize or eliminate some of them. 
As an Alliance it takes both parties 
working together as a team to accom- 
plish their goals. Such areas as 
proper attitude, mutual respect, 
proper training, effective communi- 
cations, evaluation, and recognition 
are some of the areas where pitfalls 
are likely to occur. Once we become 
aware of danger signals of differences 
and learn preventive and curative 
measures for them, then each boss 
and secretary can look forward to a 
more pleasant working relationship 
and greater accomplishments. 

It is my sincere hope that the ideas 
I have shared with you will make 
your Grand Alliance truly grand. 















Just write, teletype (PG 253), or 
wire collect to: 


WEBSTER HALL 
PITTSBURGH 13, PA. 


A good and efficient secretary who must place her 
boss in Pittsburgh will write or wire ahead for a 
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INTERVIEWS FOR FOREIGN SECRETARIAL JOBS 


with the International Cooperation Administration 


Interviews will be held in the State Employment 


ICA INTERVIEW SCHEDULE 





Service Offices in the following cities by the ICA secre- 
tarial recruiters Mrs. Beulah W. Bean or Mrs. Ellen 
M. Oskoui. Secretaries interested in overseas employ- 
ment may contact the State Employment Service 
Offices listed for interviews on the scheduled dates, or 
obtain information by writing the International Co- 
operation Administration, Washington 25, D. C. The 
May and June 1960 issues of THE SECRETARY 
carried articles giving information on employment by 
the ICA. 
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Cleveland, Ohio April 10-21 
New York City May 8-19 
Los Angeles, California May 15-27 
Phoenix, Arizona May 29-June 9 
San Francisco, California June 12-24 
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SECRETARIES WEEK 
April 23-29, 1961 


SECRETARIES DAY 
April 26, 1961 


OKLAHOMA-ARKANSAS 
DIVISION MEETING 
Fort Smith 

April 29-30, 1961 


CERTIFIED PROFESSIONAL 
SECRETARY EXAMINATION 
May 5-6, 1961 


ARIZONA-NEW MEXICO 
DIVISION MEETING 
Las Vegas 

May 12-14, 1961 


WISCONSIN DIVISION MEETING 
Plankinton House, Milwaukee 
May 12-14, 1961 


NEW ENGLAND CONFERENCE 
Chatham Bars Inn 

Cape Cod, Massachusetts 

May 26-28, 1961 


HAWAIIAN HOLIDAY 
FOR SECRETARIES 
July 23, 1961 


HOLIDAY IN MEXiCO 
July 23, 1961 


1961 INTERNATIONAL CONVENTION 


Los Angeles, California 


July 19-22, 1961 
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The Under Secretary of Commerce 


Exbn C. Day 


President, The National Secretaries Association (International) 


Lloyd Powell 


President, Office Equipment Manufacturers Institute and 
Dictaphone Corporation 
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